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Introduction To DAISY

Introduction To DAISY

What is DAISY? DAISY is the DRMS Automated Information System. It is the system used for the
disposal of excess assets.

This section provides detailed information on reporting excess assets. Resources that are being reported
to the disposal activity are assets that are excess to the Command’s requirements. DPAS provides a
means for these excess assets to be reported electronically to the disposal activity. The user designates
the excess assets by using the DPAS excess process. There are two different excess processes: one of the
excess processes will handle property book assets, while the other will handle non-property book assets.
The excess process can be accessed from the Supply Requests Turn-In Key Data screen by selecting the
Excess Actions jump button upon the completion of the Turn-In process. When the Non-Property Book
checkbox is not selected, the process will jump to the Excess Asset process. When the Non-Property Book
checkbox is selected, the process will jump to the Excess Non-Property process. Either one of these two
processes may also be started by selecting their respective option from the Excess Actions option in the
Hand Receipt module.

@ 7\ NOTE:
Not all Command sites are reporting excess assets to a disposal activity. At those sites, the
\/ user will still have the option to print the form at the time of turn-in or to generate the form
through the Detail Turn-in/Transfer process. See Document Register for more information.

Currently, the disposal activity for Command sites that are reporting excess assets is the Defense
Reutilization and Marketing Office (DRMO). At DRMO, DAISY has been designated as the system for
redistribution or disposal of resources, including Information Technology (IT) (or ADP) resources
previously handled by the Defense Information Technology Management System (DITMS).

There are two types of transactions sent by the Command. The EXCESS transaction is sent by the
Command to inform the disposal activity that an asset is available for redistribution. A Document Identifier
Code (DIC) of "AS3” is assigned to the EXCESS transactions. The PRENOTIFICATION (Potential Excess)
transaction is sent by the Command to inform the disposal activity that an asset will become available for
redistribution at some point in the future. While the Prenotification transaction is not a mandatory
transaction, it does allow the disposal activity to prepare with work planning when and if large quantities
of property are arriving at the site. It also helps to ensure that the proper paper work is generated when
items are turned in.

SN 7\ NOTE:
\/ PRENOTIFICATION transactions cannot be created for bulk assets.
\/

A DIC of "AE1"” is assigned to the PRENOTIFICATION transactions. When reporting an asset for
redistribution for either EXCESS or PRENOTIFICATION, the transaction code in the record will be set to “A”.

The Command is allowed to designate assets to other organizations or designees, but must receive
approval to transfer these excess items. This request must be identified during the initial excess process.
With the current release, only donations to school organizations can be designated in the DPAS excess
process.
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Introduction To DAISY

The Command is allowed to withdraw an asset provided the disposal activity has not informed the
Command that the asset has been accepted as excess. A withdraw transaction can be sent for either the
EXCESS or the PRENOTIFICATION transaction type. When requesting the withdrawal of an asset for
redistribution, the same DIC is used as on the original transaction, but the transaction code in the record
will be set to "D".

w7 NOTE:

\ > At the current time, the disposal activity will not be able to handle Change transactions.

\V/// Therefore, to change information for an asset marked as excess, the asset will need to be
withdrawn. Then the user will need to perform the excess or prenctification process again,
correcting the asset information. In the future, the Command will be allowed to change either
the quantity excessed or the condition code of the asset provided the disposal activity has not
informed the Command that the asset has been accepted as excess. A change transaction can
be sent for either EXCESS or PRENOTIFICATION transactions. When changing the above

information for an asset marked as excess, the transaction code in the record will be set to “C".

When the Command has an agreement with the servicing disposal activity, the asset may be marked as
"Excess" but remain at the Command site until redistribution. This will be known as "Excess in Place". Any
assets that reside in DPAS will be removed from the DPAS property books, but will remain the
responsibility of the Command where the asset is located.

In addition to the EXCESS and PRENOTIFICATION transactions, DPAS will send an ACKNOWLEDGEMENT
record to the disposal activity to verify the correctness of a file and/or transaction within a file. If the file
is correct, a summary ACKNOWLEDGEMENT will be sent informing the disposal activity of the file's
correctness. If the file is not correct, or if there are any problems with any of the detail transactions within
the file, a separate ACKNOWLEDGEMENT record will be sent for each incorrect transaction. A DIC of ‘AFX’
is assigned to the ACKNOWLEDGEMENT transactions.

DPAS will combine all assets (excess and prenotifications) from all DPAS sites and build a single file to send
to the disposal activity, although Property Book items and Non-Property Book items will not be sent in the
same file. While it is anticipated that DPAS will send at least one file to one disposal site (DAISY) once a
day, DPAS has the capability to send multiple files a day to multiple disposal activities or sites.

DPAS will be receiving transactions from the disposal activity. When the disposal activity has accepted the
asset marked as excess, a RETURN NOTIFICATION (RN) transaction will be received by the Command. If
the quantity on the RN matches the quantity on the EXCESS transaction sent, and the item exists on the
DPAS property book, the item will be automatically dropped from the property book. Under the condition
where the asset is marked for "Excess In Place", the item will remain on the Asset Redistribution table until
the item is physically removed using the Excess in Place Delete process. When the asset is not marked as
"Excess in Place", the item is automatically removed from the Asset Redistribution table. A DIC of “"XR1"”
identifies the transaction as a RN.

DPAS will receive Disposal Activity (DA) Site Information transactions from the disposal activity. A DIC of
“POC” will identify these transactions. Information in these transactions will be stored to the Disposal
Activity table. When performing the excess process, the user has the capability to select the correct
Disposal Activity Site from the table.

DPAS will receive Computers for Learning (CFL) transactions from the disposal activity. A DIC of “K12" will
identify these transactions. Information in these transactions will be stored to the Disposal Designee Code
table. When performing the excess process, the user has the capability to select the proper Disposal
Designee site from the table.
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In addition to the RN, DA and CFL transactions, DPAS will receive an ACKNOWLEDGEMENT record from
the disposal activity to verify the correctness of a file and/or transaction within a file. If the file is correct,
a summary ACKNOWLEDGEMENT will be received informing DPAS of the file’s correctness; the error code
value on the record will be equal to “00”. If the file is not correct, or if there are any problems with any of
the detail transactions within the file, a separate ACKNOWLEDGEMENT record will be received for each
incorrect transaction; the error code value on the record will not be equal to “00” and the error value on
the record will contain text detailing the problem. A DIC of “"AFX” will identify these transactions.
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DAISY Interface Benefits

DoD has more descriptive information available to be able to better describe the assets that are avail-
able, thus the Department should obtain greater redistribution. Prior to the interface, all DRMS had
was the description printed on the DD Form 1348. Today they have nomenclature, utilization data,
device code descriptors, manufacturer, part number, etc.

Reduces DRMS workload. Most of the data is fed to their system electronically. All you need to do is
enter the Document Nbr and Qty.

You no longer must hold IT assets awaiting disposition instructions. When you have excess assets,
you can take it to the DRMS. DRMS will hold the assets for the required screening period.

One Excess/Redistribution Process. There is only one process for redistribution that the you must
understand whereas before you had to deal with IT assets differently than non-IT assets.

Reduction in System Costs. Savings to the Department by eliminating the DoD IT system (DITMS) and
eliminates the cost of feeder systems maintaining multiple interfaces to support excessing/redistribu-
tion.

Savings to the DoD with the “Excess In Place” feature. Eliminates 15 Destination Transportation costs
to the DRMO where feasible.

DRMO Workload Forecasting Pre-Notification feature provides “earlier” screening of assets that will
become excess and assists DRMO with workload forecasting when used.

Increased Asset Control. With the interface, there is not an end to end business process that main-
tains visibility of the asset as it moves from one system to another from one holder to another.

Reduces keyboard input. DPAS user no longer must perform Decrease Actions. They are electroni-
cally fed to DPAS from DAISY based upon the receipt input by the DRMO personnel.

How the process works

You must use the UIC A/C/D process (Utilities Module) to activate the interface. Each UIC must be
activated separately. You can choose between: Interface with Excess In Place Agreement, Interface
with no Excess In Place Agreement.

\*O\ NOTE:

A\ '
\\ > The Excess In Place agreement is between the user and DRMS that permits the user to “Hold”
\\///// assets that DRMS has taken ownership of, but will be continued to be managed by the DPAS
user until DRMS determines final disposition.

2. Once the interface is activated, the Request for Turn-In process will make the Document Identifier

Code (DIC) equal to "A5] DRMO Turn-In" available to the user as a selection for printing of DD Form
1348 that will be forwarded to DRMS.
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3. You will identify excess ‘stuff".

a. Is it Information Technology (IT) equipment? DRMS currently defines IT as anything
with an Federal Supply Group (FSG) equal to 70.

™  NOTE:
\O > This is subject to change. DRMS may go to FSC level sometime in the future.

v

e If the FSG not equal to 70, No School Designation is permitted.
e If the FSG equals 70, items can be considered for Designation for the CFL (Computers
for Learning)
b. Is there a signed Excess In Place Agreement?

e If no, you can only excess to DRMO
o If yes, you must determine whether to Excess In Place or Turn-In to DRMO.

4. If you are using Excess Actions (Hand Receipt Module), you report the asset as excess to DRMO.
a. If Excess In Place is authorized and you if you desire, you can check the Excess In Place box.
b. If Excess In Place is not authorized the Check Box will be disabled.
c. If asset has an FSG equal to 70, you can designate the asset for possible school donation.
d. If asset does not have an FSG equal to 70, you should not attempt a designation.
e. If asset is available today, you will perform Excess.
f.  If the asset will not be available for some time, you should perform a Pre-Notification action at
which sometime in the future you will need to update the Excess status when the asset actually

is available.

5. You generate a DD Form 1348 via DPAS when the asset is reported as excess.

TN NOTE:
\O > If the action was a Pre-Notification, no DD Form 1348 should be printed.

6. If asset was reported as Excess and a DD Form1348 was generated:
a. If “Excessed In Place”, fax/mail the form to the designated DRMS site for acceptance.

b. If “Excessed at DRMQO", take the asset and DD Form 1348 to the DRMO location for acceptance.
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7. If the asset was “Excessed In Place”, go to Step 8.

a.

Designated for School and was approved, DRMO will forward via FAX/Mail an issuing DD Form
1348 advising the DPAS user to contact the school for Pick-up. When the school picks up the
asset(s), you will need to have them sign the form and then fax/mail the form back to the DRMO
as verification that their asset(s) has been shipped.

DRMO authorizing shipment to another DoD entity or other approved redistribution activity.
DRMO will forward via FAX/Mail an issuing DD Form 1348 advising the DPAS user to ship the
asset to this address. The DD Form 1348 will contain a fund cite for the shipping costs to be
charged to.

8. The DPAS User involvement is complete.

\

NOTES:

> Step 6 will result in a transaction being sent from DAISY to DPAS to remove the asset from the

\\// DPAS user accounts. You do not have to perform any Decrease Action for End Items or

Components that were excessed with the End Item (Bulk items must be manually decreased).

Step 7, If Excess In Place, the asset will remain visible to the user of the assets they are hold-
ing for DRMS. When the asset is shipped to the school or to another activity as a result of the
DD Form 1348 from DRMS, you will need to perform a “Excess In Place Delete” action for the
assets shipped.

Who should the DRMS person contact if they are not familiar with the process?

1. Have the DRMO person contact his/her Customer Service Representative.

2. Have them contact George Gray, DRMS @ george.gray@dla.mil, DSN 932-7320.
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Setting Up DPAS To Report To DAISY

Setting Up DPAS To Report To DAISY

INTRODUCTION

Resources that are being reported to the disposal activity are assets that are excess to the Com-
mand’s requirements. DPAS provides a means for these excess assets to be reported electronically to
the disposal activity. The user will designate the excess assets by using the DPAS excess process.
There are two different excess processes; one of the excess processes will handle property book
assets, the other will handle non-property book assets.

The Excess System Code for the UIC must be set to reflect the interface. This process will show you
how to change this code.

PREREQUISITES

Before a Command can interface with the disposal activity, the System Administrator at DECC-Dayton
must insert the necessary information into the Interface Control table.

Address Keys must be established in the Utilities module.

STEPS TO PERFORM ACTION

1. Select the Utilities icon, or select Utilities from the menu bar.
2. Select Master Table Maint from the program group.
3. Select UIC from the program list.
]
UTILITIES
Utilities
Batch Transaction Review
Master Table Maint ReportiForm Message
S~ R Transfer Cd
ar ctions Sl
Print Reports Doc Nor Rangs
Inquities b Address Dir
Lacation
Help Site Cd
PEIC
Fund Cdfappn
Maint Group Cd
Maint Sys Cross-Ref
CH1 520.7
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Setting Up DPAS To Report To DAISY

x| STEP 1:
' 2l
a. UIC: Enter or browse for your UIC.
uic: | L] b. Click OK.
ok | clear | Exit |
¥9UIC Add/Change/Delete =10x| STEP 2:
LA EE -
~KeyData————— UIC Status Authn Tracking Unique Item Tracking— a. Excess Sys Cd:
UIC: ’V ICl Activew ’V i Yes “ ’V i« Yes
Actbl UIC: " Inactive i+ No " No
e If you have a Memorandum of
Activity Name: Agreement (MOA) to Excess in Place
Acivity Cd: [ | SvegActivityCd: | I Bar Cd Mandatory with your disposal activity, select Y.
Office Name: | Installation Cd: | e If you do not have a Memorandum
Armed Sv Cat| <] oobasc: | of Agreement (MOA) to Excess in
Process Id: | =] Majorcmaca: | Place with your disposal activity,
System Intertaces select N.
Acct Sys Gl ] Excess Sys Cdif = e If you do not excess assets to a dis-
RP Sys Cd: | = sly Sys €d: | = posal activity, select N/A.
b. Click Change.
Page 1 of 2 MextPage | Delete | Change | Cancel Exit |
CH1 520.8
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Prenotifying DRMS Of Excess Property

INTRODUCTION

When the Command has advance knowledge that an asset is to be marked as excess, the Command
can send a PRENOTIFICATION transaction to the disposal activity. This will allow the disposal
activity to advertise that the item will be coming available for use.

Though this is not a mandatory transaction, it does allow the disposal activity to prepare with work
planning when and if large quantities of property are arriving at the site. It also helps to ensure that
the proper paper work is generated when items are turned in.

When you create a prenotification transaction for an asset, a record is written to the Asset Redistribu-
tion table, with the status code on that asset set to “"PR" (Prenotification Ready to Send). An Excess
Item Number is created for the record, while the Document Number is blank. An “ADD"” transaction,
with a DIC of "AE1" is inserted into the Excess Import Interface Table for submission to the disposal
activity.

After the prenotification transaction is forwarded to the disposal activity via the Export process, the
status code is updated to “PX” (Prenatification Exported). When DPAS receives the
Acknowledgement record from the disposal activity during the Import process, and the error code
value is equal to 00" the status code is updated to “"RP” (Prenctification Acknowledged). Should
DPAS receive an Acknowledgement record where the error code value is not equal to “00", the status
code is updated to "RR” (Record Rejected). When you correct the rejected record, the status code
will be reset to “PR” and the process will start again.

Q\MO\ NOTE:
\\//\ Prenotification transactions cannot be created for bulk assets or for assets already in an excess
7 or prenotification status.

PREREQUISITES

Before a Command can interface with the disposal activity, the System Administrator at DECC-Dayton
must insert the necessary information into the Interface Control table.

Address Keys must be established in the Utilities module.
STEPS TO PERFORM ACTION

1. Select the Hand Receipt icon, or select Hand Rcpt from the menu bar.
2. Select Excess Actions option from the program group.

CH1 520.9
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3. Select Excess Asset from the program list.

Hand
Receipt
End Item Actions [
Campanent Actions 4
Bar Cd/Ser Nbr Change
HRH Pending Turn-In/ Transfer
DiatabasefUIC Transfer Actions  #
MFr ey Change
Bk, Asset Price Adjustment
Mass Changes »
Majf3ub Hand Receipt Holder
WarrankySvefLoanfLease
SKOIBIIAAT Inventory
Ivertory Adti 5 Excess Non-Property
nvemiory Acons Zenerate Turn-ingTransfer Form
Interfaces b Excess in Place Delete
Reports 3
Inquiries 4
Help
STEP 1:
_opti 2l
. e & te Turn-n - -gn -
@ Prenotification | G:n";;at:Tu"r:in"Fo':; a. Options: Accept the default Prenotification.
(‘: Excess e b. Bulk Asset: This field is not accessible.
Withdraw c. UIC: Enter or browse for your UIC.
I Bulk Asset \ d. Doc Nbr: This field is not accessible.
e. Bar Cd: If your Activity uses bar codes, enter or
Wire: | [ browse for the bar code of the asset. Proceed to
Doc Nbr: | - step i.
O f.  Stock Nbr: If your Activity does not use bar codes,
; enter or browse for the stock number of the asset.
Stock Nbr: | - g. Serial Nbr: If your Activity does not use bar codes,
Serial Nbr: | [ enter or browse for the serial number of the asset.
h. HRH Nbr: This field is not accessible.
HRH Nbr: I I . .
! L] i. Click OK.
ok | clear |  Exit |
CH1 520.10
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STEP 2:

Address
. . . Key Activity Hame
a. Highlight the address of the reporting o1 LETTERKENNY ARMY DEPOT _AWSAN-LE-EE-F -]
A ol LETTERKENNY ARMY DEPOT  AHSAM-LE-EE-P
activity. 07 LETTERKENNY ARMY DEPOT  AMSAM-LE-EE-P
- 180 LETTERKENNY ARMY DEPOT  AHSAM-LE-EE-P
b. Click OK. 88 LETTERKENNY ARMY DEPOT  AHSAH-LE-EE-P

¥ Excess Asset Add/Change [=] STE P 3 :
3 = K|
ey e ]
Excess Iﬂeuurlinu Address| Holding Lucaliunl Desiuneel ° Dsps' ACtIVIty: C“Ck the browse bUt_
o Dat ton to browse for the DoDAAC of the dis-
ey Data ..
Bar Cd: uic: Address Key: posal activity.
Serial Nbr: HRH Nbr:
Stock Nbr: Nomen:
Type Action:  Prenotification Turn-in Qty:
Doc Nbr: I Excess in Place
Dspsl Activity: | [ RIC From: |
Avail Dt E Qty: I
Cond Cd: | =l
Excess Remv Dt
Belated Data|  Add Cancel |  Exit
STEP 4:

a. Dspsl Activity: If you know the DoDAAC of the
disposal activity, you may enter it (but it must be on
the Excess Site Table). If you do not know the
DoDAAC of the disposal activity, leave this field
blank and search by the state.

b. State: Click on the state list box to search by
state.

c. Country Cd: Click on the binoculars if you wish to
search by the country.

d. Click OK.

CH1
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State:

Country Cd: I ﬁl
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Prenotifying DRMS Of Excess Property

¥¥ Excess Asset Add/Change

& ke Bl ] =[]

Excess | Reporting Address | Holdina Location | Desianee

STEP 5 (Excess Tab):

K|

a. RIC From: Enter the Routing Identifier
Code of the activity reporting the property as

Key Data
Bar Cd: uic: Address Key: €xcess.

Serial Nbr: HRH Nbr: b. Avail Dt: The default for the availability
Stock Nbr: Nomen: date is the current system date, but you can
e (AImg (i W change this to the date the item will become
Doc Nbr: = | Bxtess in Place available.

DpotActvit: [ .| ACFom [ c. Cond Cd: Select the appropriate condition
Avall Dt [ Eg ary: r of the item.

Cond G | | d. Select the Designee Tab.

Excess Remv Dt:

Belated Data|  Add Cancel |  Exit

STEP 6 (Designee Tab): = cucocs ases e &
C a8l ] s '
° DeSignee Cd: CIICk on the browse bUt_ Excess | Reporting Address | Holdina Location Designee
ton to display the valid Designee codes.
Designee Cd: I _I
Activity Name:
Agency Name:
Phone Nbr:
Physical L
Address:
City:
State: ZIP Cd:
Related Data Add Cancel Exit
STEP 7:
a. Designee Cd: If you know the Designee Code,
Designee Cd: you can enter it here. This code must match a
City: | desingee code on the Disposal Designee Code
Table.
State: | [ b. City: If you know the exact city, you can enter it
here.
c. State: Browse for the state where the asset will
ok | Clear Cancel | be designated.
d. Click OK.
HINT!

%@; You DO NOT have to enter data in each of the above data fields. This is a search process to
' search by designee codes, by a specific city, or by state.

CH1
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STEP 8:

Designee Cd Designee Activity Hame Agency Name [

a. Select the appropriate designee.
b. Click OK.

L}
% Excess Asset Add/Change STE P 9 n
-~ [ - T 2]
st S = 12
: : : - a. Click Add.
Excessl Reporting Address' Holding Location Designee
Designee Co: [T [ | The Transaction Processed dialog box will be
Activity Name: UNIV OF DISTRICT OF COLUMBIA displayed
Agency Name: AMERICA THE BEAUTIFUL
Phone Nbr: 123-123-12 b CIle OK
Physical L
Address: 4200 CONNECTICUT AVENUE You will be returned to the Key Data screen.
City: WASHINGTON
State;: DC ZIP Cd: 20008 C CI|Ck Exit
Related Data Add Cancel Exit

hanging Information on a Prenotification R r

Enter the Bar Cd OR the Stock Nbr on the Key Data screen for the item you are changing.
Click OK.

Make the necessary change(s).

Click Change.

o

CH1 520.13
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Excessing Property Using The DAISY Interface

INTRODUCTION

The purpose of the Excess Asset process is to allow you to create or withdraw assets designated as
"prenotification” or as "excess" to a disposal activity. This process will add or update data on the
Asset Redistribution Table and the Asset Redistribution History Table. The process will automatically
update the Excess Action Code on the Serial Hand Receipt Table, the Component Hand Receipt Table,
the Bulk Hand Receipt Table or the Transaction History Table.

When you create an excess transaction for an asset and a prenotification transaction was not previ-
ously created for that asset, a record is written to the Asset Redistribution table, with an Excess Item
Number created for that record. If the prenotification transaction had been previously created for
that asset, the status code is updated for that asset. In either case, the status code is set to “"ER”
(Excess Ready to Send), a Disposal Turn-In Document Number is created, and an “Add” transaction
with a DIC of "AS3” is inserted into the Excess Import Interface table for submission to the disposal
activity.

After the excess transaction is forwarded to the disposal activity via the Export process, the status
code is updated to “EX” (Excess Exported). When DPAS receives the Acknowledgement record from
the disposal activity during the Import process, and the error code value is equal to “00”, the status
code is updated to "RE"” (Excess Acknowledged). Should DPAS receive an Acknowledgement record
where the error code is not equal to “00”, the status code is updated to "RR” (Record Rejected).
When you correct the rejected record, the status code will be reset to “"ER” and the process will start
again.

When DPAS receives the RN record, which indicates acceptance of the asset by the disposal activity,
and the quantity being accepted is not equal to the quantity submitted, the status code will be set to
“ES” (Excess Suspended). You will need to contact the disposal activity to take care of the discrep-
ancy. If the quantities match, the status code will be set to “"EP” (Excess in Place) for those assets
being excess in place or “"EC” (Excess Complete) for those assets not excess in place. All assets, other
than non-property assets, marked as “EP” or “"EC" are automatically dropped from the Serial Hand
Receipt or the Component Hand Receipt table. Assets marked as “"EC” are removed from the Asset
Redistribution table after all reports have been generated. Assets with a status code of “EP” are not
removed from the Asset Redistribution table until the asset is physically removed from the site. At
that point, you will remove the asset from the Asset Redistribution table by using the Excess in Place
Delete process. Non-property bulk assets whose quantities match will have their status code set to
“EC", while all other type of bulk assets will have their status code set to “ES".

Excess transactions cannot be created for assets already in an excess status.

PREREQUISITES

Before a Command can interface with the disposal activity, the System Administrator at DECC-Dayton
must insert the necessary information into the Interface Control table.

You will need to have a Turn-In Document Number. This will be demonstrated in this exercise.

Address Keys must be established in the Utilities module.

CH1 520.14
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Excessing Property Using The DAISY Interface

STEPS TO PERFORM ACTION

1. Select the Hand Receipt icon, or select Hand Rcpt from the menu bar.
2. Select Excess Actions option from the program group.
3. Select Excess Asset from the program list.

Hand
Receipt
End Item Actions 3
Component Actions k
Bar CdfSer Mbr Change
HRH Fending Turn-InTransfer
DatabasefUIC Transfer Actions  #
MFr Key Change
Bulk Asset Price Adjustment
Mass Changes »
Majfsub Hand Receipt Holder
WarrantySvciLoan/Lease
SKOBIL/AAL Inventory
= fissek
; R 5 Excess Non-Properky
MRAEEBIR (AT Generate Turn-infTransfer Form
Interfaces 3 Excess in Place Delete
Reports 3
Inquiries k
Help
CH1 520.15
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Excessing Property Using The DAISY Interface

Key Data E

i Generate Turn-In Doc
ication

Generate Turn-in Form

 Withdraw Print Turn-in Form

[~ Bulk Asset ‘

uic: |—_|

Doc Nbr: |

—

Stock Nbr: |

|

Bar Cd:

|

|

Serial Nbr: |

HRHNb: | |

[ ok ]

Clear | Exit |

2l

TR

NOTE:

STEP 1:

Options: Select Excess.

Bulk Asset: If the asset(s) you are excessing is bulk
managed, check this box.

UIC: Enter or browse for the UIC that is reporting
the material as excess.

Doc Nbr: Do not enter anything in this field. It will
be filled in when you generate the turn-in document
number.

Bar Cd: Do not enter anything in this field.

Stock Nbr: Enter or browse for the stock number of
the asset you are excessing.

Leave the remaining fields blank.

Click on the Generate Turn-In Doc button in the
upper right-hand side of this screen.

You can generate a turn-in document from the Excess Asset or Excess Non-Property process
by selecting the Generate Turn-In Doc button on that processes’ Key Data screen. Once

the turn-in process has been completed, you are returned to the Excess Asset or Excess Non-

Property process.

An asset cannot be excessed before it has been designated for turn-in.

STEP 2:

Document Number Assignment:

Select the appropriate Document Number

Assignment.

¢ Automated: DPAS will generate a

document number automatically.
e Manual: This is a user-defined
document number.

b. UIC: This field is displayed from the
Excess Key Data screen.

c. Stock Nbr: This field is displayed from
the Excess Key Data screen.

2
Detail —'I
D Assig Ell Decr
[ & Automated  Manual CmpniDEDT
EXcess ASSel
uic: = Stock Nbr: =
Destn Id: I—_l EiNon-Property) Book
) No Form:
Transter Cd: [ .| £ DDY348
I Include Turn-In Messages 1 DAPYBE
0K I Clear Exit

d. Destn Id: Click on the browse button to display the Destination Identification Codes.

e. Transfer Cd: Click on the browse button to display the Transfer Codes.
f

Include Turn-In Messages: If you want to include any transfer messages that you have previously

established, check this box.
g. Click OK.

CH1
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Excessing Property Using The DAISY Interface

STEP 3:

Sl =] =

~Key Data D Regi a. Doc Nbr: If your Activity interfaces
vic: Dochbr: | with SARSS-O AND you selected Auto-
Stock Nbr: Bock [ .| mated document number assignment,
DIC: [a50”-DRHD TURN-TN =l R [ this field will be displayed with the unit’s
Media Sts Cd: | Howmamee [ [ ] DoDAAC.
ul: I I T [
Nomen: | If you selected Manual document
o Fund Cattppn: [ [ ] number assignment, enter your
SignatCd: | =] Acq cast: | document number here.
Cond Cd: [ Tlrocatuse: [
Remarks: | b. Block: For automated document num-
Addl Data: | ber assignments, enter or browse to dis-

e —_— Ext | play the blocks of document numbers.

\

o NOTE:

\ > The Supply Requests Turn-In process will use the Document Identifier Code (DIC) of “A5]” to

oo

Ta o

Fal

l.
m.
n.
0.

\\//”% indicate the assets to be excessed through this interface. When creating the Document Num-
ber, it is imperative that the first six position of the Document Number is a valid Department of
Defense Activity Address Code (DoDAAC) within the Department of Defense Activity Address
File (DoDAAF). Transaction containing an invalid DoDAAC will be rejected by the Disposal
Activity.

RIC: Enter the Routing Identifier Code.

Media Sts Cd: Select the appropriate Media Status Code. Refer to References for the appropriate
codes.

HRH Nbr: Enter or browse for the Major and/or Sub Hand Receipt Holder.

Qty: Enter the quantity you are turning in.

Supp Address: If applicable, enter a Supplemental Address for the asset you are turning in.

Fund Cd/Appn: Enter or browse for the appropriate Fund Code and/or Appropriation Allotment
Serial Number.

Signal Cd: Select the appropriate Signal Code. Refer to References for the appropriate codes.
Acq Cost: Enter the actual cost of the asset.

Cond Cd: Select the appropriate Condition Code of the asset. Refer to References for the appropri-
ate codes.

Local Use: This is a free field. You can enter any applicable local information.

Remarks: Enter a justification of why the asset is being turned in.

Addl Data: Enter any additional information.

Click Save.

The Transaction Processed dialog box will be displayed.

p.

Click OK.

You will be returned to the Excess Key Data screen and your Document Number will be displayed.

CH1
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Excessing Property Using The DAISY Interface

STEP 4:

Bar Cd: If your Activity uses bar codes, enter or
browse for the bar code of the asset you are excess-
ing. Proceed to step c.

Serial Nbr: Enter or browse for the serial number of
the asset you are excessing. If your Activity uses bar
codes and you entered a bar code, the serial number
will be displayed.

Click OK.

/
= 4
— .
N
sﬁg

HINT!

If you are excessing multiple items within the
same Stock Number, you can multi-select the
serial numbers.

 Prenotification

* Excess
 Withdraw

[~ Bulk Asset ‘

Generate Turn-In Doc

Generate Turn-in Form

Print Turn-in Form

uIC:

wouzas .|

Doc Nbr:

Bar Cd:

IW33BSV41 941001

| L]

|

Stock Nbr: I?I]25I]I]I]I]I]1 952

-

Serial Nbr: |

HRH Nbr:  [WO0U28A | _|

|

Clear |

Exit |

0K I
Addresses STEP 5:
Address
Key Activity Hame
81 LETTERKENNY ARMY DEPOT AMSAM-LE-EE-P H a.
oy LETTERKENNY ARMY DEPOT AMSAM-LE-EE-P
a7 LETTERKENNY ARMY DEPOT AMSAM-LE-EE-P
1@ LETTERKENNY ARMY DEPOT AMSAM-LE-EE-P i
88 LETTERKENNY ARMY DEPOT AMSAM-LE-EE-P b' CIICk QK'

STEP 6 (Excess Tab):

Select the address key for the Activity
reporting the material as excess.

i
s = 2l
o =Y e ]
* DSPSI ACt“"ty. CIICk the ?rowse bUt- Excess IF!eDurtinu Addlessl Holding Locationl Desiuneel
ton for the disposal activity’s DoDAAC.
Key Data
Bar Cd: UIC: Address Key:
Serial Nbr: HRH Nbr:
Stock Nbr: Nomen:
Type Action: Excess Turn-in Oty:
Doc Nbr: [~ Excess in Place
Dspsl Activity: _I RIC From:
Awvail Dt: @ Qty: 1
Cond Cd: | =l
Excess Remv Di:
Belated Data|  Add Cancel |  Exit
CH1 520.18
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Excessing Property Using The DAISY Interface

Dspsl Activity:l
State: I -HA j

Country Cd: I ﬁl

oK I Clear | Cancel

STEP 7:

a. Dspsl Activity: If you know the DoDAAC of the
Disposal Activity, you may enter it (but it must be on
the Excess Site Table).

b. State: If you wish to search by state, click on the
drop down list and select the state for which you are
searching.

c. Country Cd: If you wish to search by country, click
on the binoculars and select the country for which

d. Click OK.

STEP 8 (Excess Tab):

a. RIC From: Enter the Routing Identifier
Code of the Activity reporting the
property as excess.

b. Avail Dt: The default for the availability
date is the current system date. You can
change this to the date the item will

you are searching.

Excess IRennrtinq Addressl Holding Lm:atinnl Desianee |

become available.

c. Cond Cd: Select the appropriate condi-
tion of the item.

d. Select the Designee tab.

Key Data

Bar Cd: uIC: Address Key:
Serial Nbr: HRH Nbr:

Stock Nbr: Nomen:

Type Action: Excess Turn-in Qty:

Doc Nbr: I” Excess in Place

Dspsl Activity: _| RIC From:
Avail Dt: I @ Qty: 1

Cond Cd: [ =l

Excess Remv Dt:

Related Data Add Cancel |  Exit

¥ Excess Asset AtE.-Ehange
el ] o[

Excess | Reporting Address | Holdina Location Designee

Designee Cd: _I

Activity Name:

Agency Name:
Phone Nbr:

STEP 9 (Designee Tab):

2|

¢ Designee Cd: Click on the browse but-
ton to display the valid Designee codes.

Physical Li
Address:
City:
State: ZIP Cd:

Related Data Add Cancel Exit

CH1
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Excessing Property Using The DAISY Interface

STEP 10:

a. Designee Cd: If you know the Designee Code, _
you can enter it here. This code must match a Designee Cd:|
designee code on the Disposal Designhee Code

City: |
Table.
b. City: If you know the exact city, you can enter State: | [
it here.

c. State: Browse for the stat where the asset will

be designated.
d. Click OK.

HINT!

\

Designee Cd [ %]

oK I Clear Cancel |

% You DO NOT have to enter data in each of the above data fields. This is a search process to

search by designee codes, by specific city, or by state.

¥# Designee Cd

Designee Cd Designee Activity Hame

Agency Hanme [§ . .
—————— a. Select the appropriate designee.

= STEP 11:

b. Click OK.

STEP 12:
e C(Click Add.
You are returned to the Excess Key Data

screen. You can now generate the DD Form
1348-1.

CH1
20 July 2004

W Excess Asset Add/Change

Bl ]S[E -

Excess | Reporting Address | Holding Location Designee

Designee Cd:  |SSdlILy E

Activity Name: UNIV OF DISTRICT OF COLUMBIA

Agency Name: AMERICA THE BEAUTIFUL

Phone Nbr: 12312312

Physical Li
Address: 4200 CONNECTICUT AVENUE
City: WASHINGTON
State: DC  ZIP Cd: 20008

Related Data Add Cancel Exit

520.20



Excessing Property Using The DAISY Interface

Generating a Turn-In Form

2
_opti |

© Prenotification Generate Turn-In Doc

o
 Withdraw

Generate Turn-in Form

Print Turn-in Form

[~ Bulk Asset ‘

vic: |—_|

DocNbr: | e

Barcd: [ .|

Stock Nbr: | [

Serial Nbr: | [
HRHNb: | |

[ ok ]

Clear | Exit |

STEP 2:
a. Click Submit.

The Transaction Processed dialog box will be
displayed.

b. Click OK.

You will be returned to the Generate Forms
screen.

c. Click Exit.

CH1
20 July 2004

STEP 1:

¢ (lick on Generate Turn-in Form.

2]
~Generate Forms By
& UIC uIC: I |
" Doc Nbr DocNbr: |
 Date ey I
 Type Print Format
Turn-In Lateral Transfer
AN 5 5
¢ Turn-ln + DD1348 + DD1348
) ILaterall Transfer ' DAZ2765 ~ DA3161
= DRMD
Info | Submit I Print Rpts Clear Exit
520.21



Excessing Property Using The DAISY Interface

Printing the Turn-In Form

Once you have generated the Turn-In Form, you can now print it.

Key Data E

2

Generate Turn-In Doc

Generate Turn-in Form

Print Turn-in Form

[~ Bulk Asset ‘

uic: |—_|

Doc Nbr: |

—

Stock Nbr: |

|

Bar Cd:

|

|

Serial Nbr: |

HRHNb: | |
ok ]

Clear | Exit |

STEP 2:

a. Select the DD1348 TURN-IN/TRANS-
FER FORMS report.
b. Click View.

CH1
20 July 2004

STEP 1:

¢ Click Print Turn-in Form.

*%Reports Menu for Userid:
File Help
Module: Report Type: Sort Order: Report Status:
IDucumenl Register j IAII j IDale.fTirne j ICulrenl j
Report I I uIc | Date I Tirme: | Pages
URM-INJLATERAL TRAMSFER FORMS Nes=mitiiay WOLBAR 06/29/2003 13:11:16:79 00003
0 | |
Report{s] available: 1
Yiew I Print Remote Delete | Refresh | Exit |



Excessing Property Using The DAISY Interface

Below is an example of the DD Form 1348-1:

£ EUREKA:Reporter ¥iewer - [FORM1348]
@Eile Edit Wew Tools ‘Window Help

=1 E3
==l x|

S Ska 8

AP M2 @&k D@ ||

(LT TEEL L blelelsielelsl sl
o e B

P34 000 Ea 00001

i | EZ OO RO R0 A I

W33BSv40201001

i% A0 0RO

7025010000568

. -CDMPUTER, PENTIUM III
| i

Ship To:
DFAS-EUROPE

! MARK HILL
100322 DUNHILL RD
LONDON, UNKIN 45345

k|

Ready

Pgi1ofz [

CH1
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Excess Export Process

Excess Export Process

The Excess Actions Export Status Report process retrieves summary and detail processing information
from the Excess Import Interface table and the Asset Redistribution table. The process will build a fixed-
length, format file; the records within the file will consist of "Add", “"Delete” and/or Acknowledgement
records. The Export Interface System Administrator Report is generated. Once the report is completed,
the Excess Import Interface table is updated by deleting the summary rows, and the Asset Redistribution
table is updated by deleting the detail rows where the status code was “EC” or “WR". For records on the
Asset Redistribution table where the status code is "PR”, the status code is changed to “PX"; for those
records whose status code is “ER”, the status code is changed to “EX".

CH1 520.24
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Excess Import Process

The Excess Actions Parser process will convert the variable-length, pipe-sign delimited file format used by
the disposal activity into a fixed-length standard file format for use by DPAS.

The Excess Actions Import process will verify the file layout of the files being imported to DPAS. These
verifications include the existence of a header and trailer record, the matching of the DPAS site
identification to the Interface Control table, the valid record count on the trailer record, and the matching
of the information on the header and trailer records.

The Excess Actions Import Update process will insert summary and detail transactions to the Excess
Import Interface table. When a file is rejected, a summary record is inserted into the Excess Import
Interface table with a Process Status Code of “"FR” (File Rejected) and the appropriate error message. This
process will check the file sequence number on the Interface Control table for the site. When the file is
out of sequence, a summary record is inserted into the Excess Import Interface table with a Process Status
Code of "FS" (File Suspended). A file that is not rejected or suspended will have a summary record
inserted into the Excess Import Interface table with a Process Status Code of “FP” (File Ready for
Processing); in addition, each detail transaction is inserted into the Excess Import Interface table with the
same Process Status Code. Summary rows will contain a "99999999” as the DPAS Database Id.

The Excess Actions Transaction Update process will match the turn-in document number and quantity sent
by the disposal activity with the original turn-in document number and quantity sent by the Command.
When an exact match is made, the process will check the excess in place indicator on the transaction sent
by the disposal activity. If the excess in place indicator is equal to “Y”, the Process Status Code is updated
to "EP" (Excess In Place) on the Asset Redistribution table. If the excess in place indicator is not equal to
“Y” the process will call the End Item Decrease process to remove the end item, and will then delete the
transaction from the Asset Redistribution table.

The Excess Actions Import Status Report process will retrieve summary file import information from the
Excess Import Interface table. It will build counts of summary rows that resulted from the completion of
the Excess Actions Import and Excess Actions Import Update processes. A four-part report is generated
for use by the DPAS System Administrator. Part one is a "Processing Summary" report, part two is a "Files
Rejected Summary" report, part three is a "Files Suspended Summary" report and part four is a "Files
Processed Summary" report.

CH1 520.25
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Excess In Place Delete

Excess In Place Delete

INTRODUCTION

The purpose of this program is to allow for the deletion of excess in place asset(s) that have been
turned in to Defense Reutilization and Marketing Office (DRMO) and have been reissued/sold by
DRMO. These assets were entered on this table utilizing the Excess Asset or Excess Non-Property
program and identified as Excess In Place. In order to excess in place assets, there must be a Mem-
orandum of Agreement (MOA) between the Defense Reutilization and Marketing Service (DRMS),
Defense Reutilization and Marketing Office (DRMO) and the command, activity, or agency. Upon
completion of this screen, the asset(s) are dropped and a history record is written to the Asset Redis-
tribution History Table for each asset affected by the delete action.

PREREQUISITES

UIC must exist on the Unit Identification Table.
Access must be authorized to the UIC of the asset.

Asset(s) must be on Asset Redistribution Table and identified as excess in place.
STEPS TO PERFORM ACTION

1. Select the Hand Receipt icon, or select Hand Rcpt from the menu bar.
2. Select Excess Actions option from the program group.
3. Select Excess In Place Delete from the program list.

Hand
Heceipt

End Item Actions »
Component Ackions 4
Bar CdfSer Nbr Change

HRH Pending Turn-InfTransfer
Databasef/UIC Transfer Actions »
Mt Key Change

Bulk Asset Price Adjustment

Mass Changes ]

MajiSub Hand Receipt Holder

Warranty/Svec/LoanLease

SKOJBITIAAL Inventory

Excess Actions Excess Asset
Excess Mon-Property
Generate Turn-infTransfer Form

Inventory Actions 4

Inkerfaces Excess in Place Delete

Reports
Inquiries

Help

CH1 520.26
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Excess In Place Delete

STEP 1:

a. UIC: Enter or browse for your UIC.

b. DTID Nbr: Enter or browse for the Disposal Turn-In
Document Number.

c. Click OK.

STEP 2: *® Excess in Place Delete
a7
a. Qty: This field is only accessible for
bulk assets. If the asset is bulk, enter
the quantity.
b. Click Delete.

CH1 520.27
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Prenotifying DRMO of Excess Non-Property Assets

Prenotifying DRMO of Excess Non-Property Assets

INTRODUCTION

The purpose of this process is to allow the user to create a prenotification transaction that will be sent
to a disposal activity.

An excess Item Nbr is generated for each prenotification transaction. The prenotification transaction
is written to the Asset Redistribution Table and to the Asset Redistribution History Table.

PREREQUISITES

Before a Command can interface with the disposal activity, the System Administrator at DECC-Dayton
must insert the necessary information into the Interface Control table.

Address Keys must be established in the Utilities module.
STEPS TO PERFORM ACTION

1. Select the Utilities icon, or select Utilities from the menu bar.
2. Select Master Table Maint from the program group.
3. Select UIC from the program list.

Hand
Receipt
End Item Actions »
Component Actions 4
Bar CdjSer Mbr Change
HRH Pending Turn-In/Transfer
Database/UIC Transfer Actions
MFr Key Change
Bulk. Asset Price Adjuskment
Mass Changes 3
MajiSub Hand Receipt Holder
Warranky/Svc/LoaniLease
SKOYBIL AAL Inventary
Excess Actions Excess Asset
I rory ficti 5 Excess Mon-Property
ISSILRY (AR Generate Turn-in/ Transfer Form
Interfaces ¥ Excessin Place Delete
Reports 3
Inquiries 4
Help
CH1 520.28
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Prenotifying DRMO of Excess Non-Property Assets

x| STEP 1:
~Options [=]
& Prenotification Generate Turnzn Doc . .
- Exoves T a. Options: Accept the default of Prenotifica-
 Withdraw tion.
b. IT Asset: Check this box if the asset is IT
" IT Asset I~/ Bulk Asset equipment.
vic;: [ [-] A\ NOTE'. .
N \ . A prenotification cannot be created for a
Pos (e ! " bulk asset.
Bar Cd: I
e rse: | ] | Bulk Asset: This field is not accessible.
seriat b | d. UIC: Enter or browse for your UIC.
erial Rbr: e. Bar Cd: If the asset has a bar code, enter the
HRt Nbr: | [ L] bar code.
IT Device Cd: | [ Addresskey:] | | | f.  Stock Nbr: Enter the stock number of the
asset.
ok | Clear | Exit | g. FSC: Browse for the Federal Supply Class and

select the appropriate FSC for the asset.

h. Serial Nbr: Enter the serial number of the asset. This field is not accessible for bulk assets.
i. HRH Nbr: Enter or browse for the Major and/or Sub Hand Receipt Holder.

j.  IT Device Cd: If you checked IT Asset, enter or browse for the IT Device Code of the asset.
k. Address Key: Browse for the Address Key for the Activity that is reporting the excess asset.

STEP 2:

a. Highlight the appropriate address key.

b. Click QK.

You are returned to the Excess Non-Property

Key Data screen.

c. Click OK.

% Excess Non-Property Add/Change

Addresses

Activity Hame

LETTERKENHY ARHY DEPOT AMSAH-LE-EE-P

LETTERKENNY ARHY DEPOT AMSAM-LE-EE-P
LETTERKENHY ARHY DEPOT AHSAN-LE-EE-P
LETTERKENHY ARHY DEPOT AMSAM-LE-EE-P
LETTERKENNY ARHY DEPOT AMSAM-LE-EE-P

Excess | Reporting Address | Holding Locatinnl Desianee |

STEP 3:

a. Nomen: Enter the description of the

item.

b. IT Mfr Cd: If the item is IT equipment,
browse and select the appropriate man-
ufacturer of the item.

c. Mfr Part Nbr: Enter the part number

or model number of the item.
d. Dmil Cd: If applicable, select the
appropriate Demilitarization Code.
e. Mfr Dt: Enter (or use the calendar
button) the date the asset was
manufactured.

f. Cond Cd: Select the appropriate
Condition Code of the item.

~ Key Data
Bar Cd: uIC:
Serial Nbr: Doc Nbr:
Stock Nbr: IT Device Cd:
Type Action:
Nomen: | IT Mfr Cd:
Mir Part Nbr: I
Dmil Cd: | = mrroe | B
Cond Cd: I j
Acq Cost: I Qty: I
Dspsl Activity: Awvail Dt: @
RIC From: ¥ Excess in Place
Related Data|  Add | Cancel |  Exit
CH1
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Prenotifying DRMO of Excess Non-Property Assets

g. Acq Cost: If known, enter an Acquisition Cost of the item.

h. Dspsl Activity: Click the browse button to browse for the applicable disposal activities.

STEP 4:
a. Dspsl Activity: If you know the DoDAAC of the Dspsl Activitys|

Disposal Activity, you may enter it (but it must be on
the Excess Site Table).

b. State: If you wish to search for the DoDAAC of
your Disposal Activity, click on the drop down list box
and select the state for which you are searching.

State:

Country Cd: I ﬁl

-NA =l

Cancel

c. Country Cd: If you wish to search by country, click ok |
on the binoculars and select the country for which =
you are searching.

d. Click OK.

STEP 5:

a. Avail Dt: Enter the date the asset will

¥*Excess Non-Property Add/Change

Excess I Reporting Address | Holdina Location | Desianee

~Key Data C
Bar Cd: UIC: '

Serial Nbr: Doc Nbr:
Stock Nbr: IT Device Cd:
Type Action: d .

mMtrcd: [ |
=] wirpe | B

Nomen:

Mir Part Nbr:

Cond Cd:

|
I
Dmil Cd: I
|
|

Acqg Cost:

be available.
b. RICFrom: Enter your Activity’s Routing
Identifier Code.
Excess in Place: If you have a
Memorandum of Agreement with your
DRMO to Excess in Place, check this box.
You can click on the other tabs to
display/change reporting and holding
information.

i
Oty:

Avail Dt E

¥ Excess in Place

Reporting

Dspsl Activity: _|
Address

RIC From:

Click on this tab to change infor-
mation of the reporting activity.

Related Data add | Cancel | Exit

Holding Loca-
tion

Click on this tab to change infor-
mation of the holding location of
the asset.

Designee

Click on this tab to enter infor-
mation for items that are to be
donated as Computers For
Learning (CFL). Refer to Preno-
tifying DRMS of Excess Prop-
erty for steps to designate CFL.

e. Click Add.

The Transaction Processed dialog box will be displayed.
f.  Click OK.

You will be returned to the Key Data screen.

g. Click Exit.

CH1
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Excessing Non-Property Assets

Excessing Non-Property Assets

INTRODUCTION

The purpose of this process is to allow the user to enter an Excess transaction that will be sent to a
disposal activity.

PREREQUISITES

Before a Command can interface with the disposal activity, the System Administrator at DECC-Dayton
must insert the necessary information into the Interface Control table.

You will need to have a Turn-In Document Number. This will be demonstrated in this exercise.

Address Keys must be established in the Utilities module.
STEPS TO PERFORM ACTION

1. Select the Hand Receipt icon, or select Hand Rcpt from the menu bar.
2. Select Excess Actions option from the program group.
3. Select Excess Non-Property from the program list.

Hand
Receipt
End Ikem Actions 2
Cornpanent Actions 4
Bar Cdiser Nbr Change
HRH Pending Turn-In/Transfer
DatabasefUIC Transfer Actions ¥
Mfr Kew Change
Bulk Asset Price Adjustment
Mass Changes 3
MajfSub Hand Receipt Holder
Warranty/Sve/Loan/Lease
SKOBIIfAAT Inventory
Excess Actions Excess Asset
I — N Excess Mon-Properky
SR (ETE Generate Turm-ingTransfer Form
Interfaces »  Excessin Place Delste
Reparts 3
Inquiries 4
Help
CH1 5204.31
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Excessing Non-Property Assets

STEP 1:
—gptlﬂns L Generate Turn-In Doc 2l
o penotfication Generate Turn-in Form a. Options: Select Excess.
 Withdraw Print Turn-in Form b. IT Asset: Check this box if the item is IT
equipment.
I~ IT Asset I~ Bulk Asset c. Bulk Asset: Check this box if the item is bulk
managed. This field will not be accessible if
uic: [ [ you checked the IT Asset box.
DocNbr | I d. UIC: Enter or browse for your UIC.
e. Doc Nbr: Leave this field blank; it will fill in
Bar Cd: I later.
StockNbr: | FSC: | #| | £ BarCd: Leave this field blank at this time.
Serial Nbr: | g. Stock Nbr: Enter the Stock Number of the
WRHNDE | | item you are ex_ce_ssin_g.
P ‘= h. Leave the remaining fields blank.
IT Device Gd: address Key:[ . | i.  Click on Generate Turn-In Doc button.
ok | Clear | Exit |

Sy

T O\ NOTE:

r\\//\ You can generate a turn-in document from the Excess Asset or Excess Non-Property process
\(/ by selecting the Generate Turn-In Doc button on that processes’ Key Data screen. Once the

turn-in process has been completed, you are returned to the Excess Asset or Excess Non-

Property process.

An asset cannot be excessed before it has been designated for turn-in.

STEP 2:
Detail il
a. Document Number Assignment: Select F’ . ’ | Elbesr
) . + Automated " Manual Cmpn Decr,
the appropriate Document Number Assign- S|
ment. —
we: [ | sckNoe [ |
e Automated: DPAS will generate a doc-
ument number automatically. Desmig: [ . ™ Non-Praperty Dok
e Manual: This is a user-defined docu- ranstor et [ |- Lo
ment number. I Include Turn-In Messages . DAZ7ES
b. UIC: This field is displayed from the Excess = — =

Key Data screen.

c. Stock Nbr: This field is displayed from the Excess Key Data screen.

d. Destn Id: Click on the browse button to display the Destination Identification Codes.

e. Transfer Cd: Click on the browse button to display the Transfer Codes.

f. Include Turn-In Messages: If you want to include any transfer messages that you have previously
established, check this box.

g. Click OK.
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Excessing Non-Property Assets

STEP 3:

[ IS == -

~Key Data D Regi a. Doc Nbr: If your Activity interfaces
e Dochbr: | with SARSS-O AND you selected Auto-
Stack Nbr: Block [ .| mated document number assignment,
pIC: [a54 -DRMO TURN-IH [ R T [ this field will be dlsplayed with the unit’s
Media Sts Cd: | = owmawes [ [ DoDAAC.
u: [ = aw [ ]
Nomen: | If you selected Manual document
Supp Address: [ Fund Cattppn: [ [ | number assignment, enter your
signal Cd: | =] Acq Cost: | document number here.
Cond Cd: | j Local Use: I—
Remarks: | b. Block: For automated document num-
Addl Data: | ber assignments, enter or browse to dis-

play the blocks of document numbers.

Related Data Save Cancel Exit |

\ﬂ’“’é NOTE:
A\ > The Supply Requests Turn-In process will use the Document Identifier Code (DIC) of “A5]” to

oo

Ta o

Fal

l.
m.
n.
0.

\\//”% indicate the assets to be excessed through this interface. When creating the Document Num-
ber, it is imperative that the first six position of the Document Number is a valid Department of
Defense Activity Address Code (DoDAAC) within the Department of Defense Activity Address
File (DoDAAF). Transaction containing an invalid DoDAAC will be rejected by the Disposal
Activity.

RIC: Enter the Routing Identifier Code.

Media Sts Cd: Select the appropriate Media Status Code. Refer to References for the appropriate
codes.

HRH Nbr: Enter or browse for the Major and/or Sub Hand Receipt Holder.

Qty: Enter the quantity you are turning in.

Supp Address: If applicable, enter a Supplemental Address for the asset you are turning in.
Fund Cd/Appn: Enter or browse for the appropriate Fund Code and/or Appropriation Allotment
Serial Number.

Signal Cd: Select the appropriate Signal Code. Refer to References for the appropriate codes.
Acq Cost: Enter the actual cost of the asset.

Cond Cd: Select the appropriate Condition Code of the asset. Refer to References for the
appropriate codes.

Local Use: This is a free field. You can enter any applicable local information.

Remarks: Enter a justification of why the asset is being turned in.

Addl Data: Enter any additional information.

Click Save.

The Transaction Processed dialog box will be displayed.

p.

Click OK.

You will be returned to the Excess Key Data screen and your Document Number will be displayed.
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Excessing Non-Property Assets

STEP 4:

. [ ptions L Generate Turn-In Doc 2
a. Bar Cd: If your Activity uses bar codes, enter " Prenotification Generate Turn-in Form
or browse for the bar code of the asset you are : \E:f:js Print Turn-in Form
. I raw
excessing. Proceed to step c.
b. Serial Nbr: Enter or browse for the serial I IT Asset I Bulk Asset
number of the asset you are excessing. If your
Activity uses bar codes and you entered a bar vIC: —
code, the serial number will be displayed. Dochbr: | —
c. Address Key: Click on the browse button to [
display the appropriate Address Keys. Bar Cd:
Stock Nbr: | Fsc: | |
Serial Nbr: |
HRH Nbr: | [ [
IT Device Cd: I _l Address Key: I _l
ok | Clear | Exit |
STEP 5:
Address
K Activity N ..
a1 = LETTERKENNY ARMY DEFlu‘;l LI:H-IS‘:ITIE—LE—EE—P -] a. Select the address key for the Activity
§7  LETTCRKENNY ARV DEPOT  NSam LE EE b reporting the material as excess.
18 LETTERKENNY ARHWY DEPOT AMSAH-LE-EE-P .
88 LETTERKENNY ARHWY DEPOT AMSAH-LE-EE-P b. C|ICk QK.
[

STEP 6 (Excess Tab):

o Dspsl Activity: Click the browse but-
ton for the disposal activity’s DoDAAC.

CH1
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You are returned to the Key Data screen.

c. Click OK.

% Excess Asset Add/Change
= = ?
S e ElRE *
Excess I Reporting Address | Holding Locationl Desiuneel
Key Data
Bar Cd: UIC: Address Key:
Serial Nbr: HRH Nbr:
Stock Nbr: Nomen:
Type Action: Excess Turn-in Oty:
Doc Nbr: [ Excess in Place
Dspsl Activity: _I RIC From:
Avall Dt [ Qty: 1
Cond Cd: | =l
Excess Remv Di:
Belated Data|  Add Cancel |  Exit
5204.34



Excessing Non-Property Assets

Dspsl Activity:l
State: I -HA j

Country Cd: I ﬁl

oK I Clear | Cancel

d.

Click OK.

STEP 8 (Excess Tab):

a.

RIC From: Enter the Routing Identifier
Code of the Activity reporting the
property as excess.

Avail Dt: The default for the availability
date is the current system date. You can
change this to the date the item will
become available.

Cond Cd: Select the appropriate condi-
tion of the item.

Select the Designee tab.

¥ Excess Asset AtE.-Ehange
el ] o[

Excess | Reporting Address | Holdina Location Designee

Designee Cd: _I

Activity Name:

Physical Li

Agency Name:
Phone Nbr:

STEP 7:

a. Dspsl Activity: If you know the DoDAAC of the

Disposal Activity, you may enter it (but it must be on
the Excess Site Table).

. State: If you wish to search by state, click on the

drop down list and select the state for which you are
searching.

Country Cd: If you wish to search by country, click
on the binoculars and select the country for which

you are searching.

Excess IRennrtinq Addressl Holding Lm:atinnl Desianee |

Key Data

Bar Cd: uIC: Address Key:
Serial Nbr: HRH Nbr:

Stock Nbr: Nomen:

Type Action: Excess Turn-in Qty:

Doc Nbr: I Excess in Place

Dspsl Activity: _| RIC From:
Avail Dt: I @ Qty: 1
Cond Cd: [ =
Excess Remv Dt:
Related Data Add Cancel |  Exit

= STEP 9 (Designee Tab):

¢ Designee Cd: Click on the browse
button to display the valid Designee
codes.

Address:
City:

State: ZIP Cd:

Related Data Add

Cancel Exit

CH1
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Excessing Non-Property Assets

STEP 10:
a. Designee Cd: If you know the Designee Code,
you can enter it here. This code must match a Designee Cd:|
designee code on the Disposal Designee Code City: [
Table.
b. City: If you know the exact city, you can enter State: | [
it here.
c. State: Browse for the state where the asset will
be designated. ok | Clear Cancel |
d. Click OK.

HINT!

/
= 4
— .
N
%

¥# Designee Cd

Designee Cd Designee Activity Hame

Agency Name [

AMERICA THE a.

= STEP 11:

Select the appropriate designee.
b. Click OK.

STEP 12:
e C(Click Add.
You are returned to the Excess Key Data

screen. You can now generate the DD Form
1348-1.

CH1
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W Excess Asset Add/Change

ik =

Excess | Reporting Address | Holding Location Designee

Designee Cd:  |SSdlILy E

Activity Name: UNIV OF DISTRICT OF COLUMBIA

Agency Name: AMERICA THE BEAUTIFUL

Phone Nbr: 12312312

You DO NOT have to enter data in each of the above data fields. This is a search process to
search by designee codes, by specific city, or by state.

=]

Physical Li
Address: 4200 CONNECTICUT AVENUE
City: WASHINGTON

State: DC  ZIP Cd: 20008

Related Data Add Cancel

Exit

5204.36



Excessing Non-Property Assets

Printing the Turn-In Form

You can now print the Turn-In Form.

STEP 1:

x|
~Options [=]
e Generate Turn-In Doc . - -
€' Prenotification - - e Click Print Turn-in Form.
& Excess Print Turn-in Form
 Withdraw
[~ IT Asset [~ Bulk Asset
e [wouzaa .|
Doc Nbr: [w33BSV41951001 _|
Bar Cd: I
Stock Nbr: |2320001234567 Fsc: [2320 ﬁ]
Serial Nbr: 21441
HRH Nbr: [wouzsa | _|
IT Device Cd: I _| Address Key: II]1 _|
ok | Clear | Exit |
STEP 2: .
L. . i i — Prirter
This is an example of the printer dialog box. This may o [ z Fropeties.._|
not be the exact same screen that you will see on N
your computer. Type:  HP Laser)et 8000 Series PCL
Where:  \ADFAS_TREEMcco-pg-hp8k-b21f2cc98
e Make sure that the information on your printer Eomment I Print to s
dialog box is correct and click OK. -~ Piint rangs Copie
o Al Mumber of copies: |1 3:
" Pages [rom:l'l Lo:l F Calie
| Selection ﬂ ﬂ
ak. I Cancel |
CH1 5204.37
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Excessing Non-Property Assets

Below is an example of the DD Form 1348-1:

£ EUREKA:Reporter ¥iewer - [FORM1348]
@Eile Edit Wew Tools ‘Window Help

=1 E3
==l x|

S Ska 8

AP M2 @&k D@ ||

P34 000 Ea 00001

i | EZ OO RO R0 A I

W33BSv40201001

i% A0 0RO

7025010000568

ﬁ i
.. - ARCEIVED ._ b

Ship To:
DFAS-EUROPE

! MARK HILL
100322 DUNHILL RD
LONDON, UNKIN 45345

k|

Ready

[Pg: 1of 2 [ [ om 7
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Tables

Tables

EXCESS IMPORT INTERFACE

ASSET REDISTRIBUTION TABLE

TABLE
FP | File row ready for processing. PR | Prenotification transaction ready to send.
FR | File row rejected. PX | Prenctification transaction sent to disposal

activity (AE1 sent).

FS | File row suspended. RP | Prenotification transaction acknowledged by
disposal activity (AFX received - no errors).

RP | Transaction row ready for processing. ER | Excess transaction ready to send.

PR | Transaction row processed and EX Excess transaction sent to disposal activity (AS3
reported. sent).
PX | Transaction row ready for delete. RE Excess transaction acknowledged by disposal

activity (AFX received).

EC Excess transaction accepted by disposal activity
and item not Excess In Place (XR1 received -
gty matched - not Excess In Place).

ES Excess transaction accepted by disposal activity
but suspended within DPAS (XR1 received - qty
mismatch or bulk asset).

EP Excess transaction accepted by disposal activity
and item is Excess In Place (ZR1 received - gty
matched - Excess In Place).

RR | Transaction rejected by disposal activity (AFX
received - errors exist).

WR | Withdraw transaction ready to send.

CH2 520.39
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	Introduction To DAISY
	DAISY Interface Benefits
	1. DoD has more descriptive information available to be able to better describe the assets that are avail able, thus the Department should obtain greater redistribution. Prior to the interface, all DRMS had was the description printed on the ...
	2. Reduces DRMS workload. Most of the data is fed to their system electronically. All you need to do is enter the Document Nbr and Qty.
	3. You no longer must hold IT assets awaiting disposition instructions. When you have excess assets, you can take it to the DRMS. DRMS will hold the assets for the required screening period.
	4. One Excess/Redistribution Process. There is only one process for redistribution that the you must understand whereas before you had to deal with IT assets differently than non-IT assets.
	5. Reduction in System Costs. Savings to the Department by eliminating the DoD IT system (DITMS) and eliminates the cost of feeder systems maintaining multiple interfaces to support excessing/redistribu tion.
	6. Savings to the DoD with the “Excess In Place” feature. Eliminates 1st Destination Transportation costs to the DRMO where feasible.
	7. DRMO Workload Forecasting Pre-Notification feature provides “earlier” screening of assets that will become excess and assists DRMO with workload forecasting when used.
	8. Increased Asset Control. With the interface, there is not an end to end business process that main tains visibility of the asset as it moves from one system to another from one holder to another.
	9. Reduces keyboard input. DPAS user no longer must perform Decrease Actions. They are electroni cally fed to DPAS from DAISY based upon the receipt input by the DRMO personnel.
	1. You must use the UIC A/C/D process (Utilities Module) to activate the interface. Each UIC must be activated separately. You can choose between: Interface with Excess In Place Agreement, Interface with no Excess In Place Agreement.
	2. Once the interface is activated, the Request for Turn-In process will make the Document Identifier Code (DIC) equal to “A5J DRMO Turn-In” available to the user as a selection for printing of DD Form 1348 that will be forwarded to DRMS.
	3. You will identify excess ‘stuff’.
	a. Is it Information Technology (IT) equipment? DRMS currently defines IT as anything with an Federal Supply Group (FSG) equal to 70.
	b. Is there a signed Excess In Place Agreement?
	4. If you are using Excess Actions (Hand Receipt Module), you report the asset as excess to DRMO.

	a. If Excess In Place is authorized and you if you desire, you can check the Excess In Place box.
	b. If Excess In Place is not authorized the Check Box will be disabled.
	c. If asset has an FSG equal to 70, you can designate the asset for possible school donation.
	d. If asset does not have an FSG equal to 70, you should not attempt a designation.
	e. If asset is available today, you will perform Excess.
	f. If the asset will not be available for some time, you should perform a Pre-Notification action at which sometime in the future you will need to update the Excess status when the asset actually is available.
	5. You generate a DD Form 1348 via DPAS when the asset is reported as excess.
	6. If asset was reported as Excess and a DD Form1348 was generated:

	a. If “Excessed In Place”, fax/mail the form to the designated DRMS site for acceptance.
	b. If “Excessed at DRMO”, take the asset and DD Form 1348 to the DRMO location for acceptance.
	7. If the asset was “Excessed In Place”, go to Step 8.

	a. Designated for School and was approved, DRMO will forward via FAX/Mail an issuing DD Form 1348 advising the DPAS user to contact the school for Pick-up. When the school picks up the asset(s), you will need to have them sign the form and th...
	b. DRMO authorizing shipment to another DoD entity or other approved redistribution activity. DRMO will forward via FAX/Mail an issuing DD Form 1348 advising the DPAS user to ship the asset to this address. The DD Form 1348 will contain a fun...
	8. The DPAS User involvement is complete.
	1. Have the DRMO person contact his/her Customer Service Representative.
	2. Have them contact George Gray, DRMS @ george.gray@dla.mil, DSN 932-7320.


	Setting Up DPAS To Report To DAISY
	1. Select the Utilities icon, or select Utilities from the menu bar.
	2. Select Master Table Maint from the program group.
	3. Select UIC from the program list.
	a. UIC: Enter or browse for your UIC.
	b. Click OK.
	a. Excess Sys Cd:
	b. Click Change.

	Prenotifying DRMS Of Excess Property
	1. Select the Hand Receipt icon, or select Hand Rcpt from the menu bar.
	2. Select Excess Actions option from the program group.
	3. Select Excess Asset from the program list.
	a. Options: Accept the default Prenotification.
	b. Bulk Asset: This field is not accessible.
	c. UIC: Enter or browse for your UIC.
	d. Doc Nbr: This field is not accessible.
	e. Bar Cd: If your Activity uses bar codes, enter or browse for the bar code of the asset. Proceed to step i.
	f. Stock Nbr: If your Activity does not use bar codes, enter or browse for the stock number of the asset.
	g. Serial Nbr: If your Activity does not use bar codes, enter or browse for the serial number of the asset.
	h. HRH Nbr: This field is not accessible.
	i. Click OK.
	a. Highlight the address of the reporting activity.
	b. Click OK.
	a. Dspsl Activity: If you know the DoDAAC of the disposal activity, you may enter it (but it must be on the Excess Site Table). If you do not know the DoDAAC of the disposal activity, leave this field blank and search by the state.
	b. State: Click on the state list box to search by state.
	c. Country Cd: Click on the binoculars if you wish to search by the country.
	d. Click OK.
	a. RIC From: Enter the Routing Identifier Code of the activity reporting the property as excess.
	b. Avail Dt: The default for the availability date is the current system date, but you can change this to the date the item will become available.
	c. Cond Cd: Select the appropriate condition of the item.
	d. Select the Designee Tab.
	a. Designee Cd: If you know the Designee Code, you can enter it here. This code must match a desingee code on the Disposal Designee Code Table.
	b. City: If you know the exact city, you can enter it here.
	c. State: Browse for the state where the asset will be designated.
	d. Click OK.
	a. Select the appropriate designee.
	b. Click OK.
	a. Click Add.
	b. Click OK.
	c. Click Exit.

	Changing Information on a Prenotification Record
	1. Enter the Bar Cd OR the Stock Nbr on the Key Data screen for the item you are changing.
	2. Click OK.
	3. Make the necessary change(s).
	4. Click Change.
	Excessing Property Using The DAISY Interface
	1. Select the Hand Receipt icon, or select Hand Rcpt from the menu bar.
	2. Select Excess Actions option from the program group.
	3. Select Excess Asset from the program list.
	a. Options: Select Excess.
	b. Bulk Asset: If the asset(s) you are excessing is bulk managed, check this box.
	c. UIC: Enter or browse for the UIC that is reporting the material as excess.
	d. Doc Nbr: Do not enter anything in this field. It will be filled in when you generate the turn-in document number.
	e. Bar Cd: Do not enter anything in this field.
	f. Stock Nbr: Enter or browse for the stock number of the asset you are excessing.
	g. Leave the remaining fields blank.
	h. Click on the Generate Turn-In Doc button in the upper right-hand side of this screen.
	a. Document Number Assignment: Select the appropriate Document Number Assignment.
	b. UIC: This field is displayed from the Excess Key Data screen.
	c. Stock Nbr: This field is displayed from the Excess Key Data screen.
	d. Destn Id: Click on the browse button to display the Destination Identification Codes.
	e. Transfer Cd: Click on the browse button to display the Transfer Codes.
	f. Include Turn-In Messages: If you want to include any transfer messages that you have previously established, check this box.
	g. Click OK.
	a. Doc Nbr: If your Activity interfaces with SARSS-O AND you selected Auto mated document number assignment, this field will be displayed with the unit’s DoDAAC.
	b. Block: For automated document num ber assignments, enter or browse to dis play the blocks of document numbers.
	c. RIC: Enter the Routing Identifier Code.
	d. Media Sts Cd: Select the appropriate Media Status Code. Refer to References for the appropriate codes.
	e. HRH Nbr: Enter or browse for the Major and/or Sub Hand Receipt Holder.
	f. Qty: Enter the quantity you are turning in.
	g. Supp Address: If applicable, enter a Supplemental Address for the asset you are turning in.
	h. Fund Cd/Appn: Enter or browse for the appropriate Fund Code and/or Appropriation Allotment Serial Number.
	i. Signal Cd: Select the appropriate Signal Code. Refer to References for the appropriate codes.
	j. Acq Cost: Enter the actual cost of the asset.
	k. Cond Cd: Select the appropriate Condition Code of the asset. Refer to References for the appropri ate codes.
	l. Local Use: This is a free field. You can enter any applicable local information.
	m. Remarks: Enter a justification of why the asset is being turned in.
	n. Addl Data: Enter any additional information.
	o. Click Save.
	p. Click OK.
	a. Bar Cd: If your Activity uses bar codes, enter or browse for the bar code of the asset you are excess ing. Proceed to step c.
	b. Serial Nbr: Enter or browse for the serial number of the asset you are excessing. If your Activity uses bar codes and you entered a bar code, the serial number will be displayed.
	c. Click OK.
	a. Select the address key for the Activity reporting the material as excess.
	b. Click OK.
	a. Dspsl Activity: If you know the DoDAAC of the Disposal Activity, you may enter it (but it must be on the Excess Site Table).
	b. State: If you wish to search by state, click on the drop down list and select the state for which you are searching.
	c. Country Cd: If you wish to search by country, click on the binoculars and select the country for which you are searching.
	d. Click OK.
	a. RIC From: Enter the Routing Identifier Code of the Activity reporting the property as excess.
	b. Avail Dt: The default for the availability date is the current system date. You can change this to the date the item will become available.
	c. Cond Cd: Select the appropriate condi tion of the item.
	d. Select the Designee tab.
	a. Designee Cd: If you know the Designee Code, you can enter it here. This code must match a designee code on the Disposal Designee Code Table.
	b. City: If you know the exact city, you can enter it here.
	c. State: Browse for the stat where the asset will be designated.
	d. Click OK.
	a. Select the appropriate designee.
	b. Click OK.
	a. Click Submit.
	b. Click OK.
	c. Click Exit.
	a. Select the DD1348 TURN-IN/TRANS FER FORMS report.
	b. Click View.

	Excess Export Process
	Excess Import Process
	Excess In Place Delete
	1. Select the Hand Receipt icon, or select Hand Rcpt from the menu bar.
	2. Select Excess Actions option from the program group.
	3. Select Excess In Place Delete from the program list.
	a. UIC: Enter or browse for your UIC.
	b. DTID Nbr: Enter or browse for the Disposal Turn-In Document Number.
	c. Click OK.
	a. Qty: This field is only accessible for bulk assets. If the asset is bulk, enter the quantity.
	b. Click Delete.

	Prenotifying DRMO of Excess Non-Property Assets
	1. Select the Utilities icon, or select Utilities from the menu bar.
	2. Select Master Table Maint from the program group.
	3. Select UIC from the program list.
	a. Options: Accept the default of Prenotifica tion.
	b. IT Asset: Check this box if the asset is IT equipment.
	c. Bulk Asset: This field is not accessible.
	d. UIC: Enter or browse for your UIC.
	e. Bar Cd: If the asset has a bar code, enter the bar code.
	f. Stock Nbr: Enter the stock number of the asset.
	g. FSC: Browse for the Federal Supply Class and select the appropriate FSC for the asset.
	h. Serial Nbr: Enter the serial number of the asset. This field is not accessible for bulk assets.
	i. HRH Nbr: Enter or browse for the Major and/or Sub Hand Receipt Holder.
	j. IT Device Cd: If you checked IT Asset, enter or browse for the IT Device Code of the asset.
	k. Address Key: Browse for the Address Key for the Activity that is reporting the excess asset.
	a. Highlight the appropriate address key.
	b. Click OK.
	c. Click OK.
	a. Nomen: Enter the description of the item.
	b. IT Mfr Cd: If the item is IT equipment, browse and select the appropriate man ufacturer of the item.
	c. Mfr Part Nbr: Enter the part number or model number of the item.
	d. Dmil Cd: If applicable, select the appropriate Demilitarization Code.
	e. Mfr Dt: Enter (or use the calendar button) the date the asset was manufactured.
	f. Cond Cd: Select the appropriate Condition Code of the item.
	g. Acq Cost: If known, enter an Acquisition Cost of the item.
	h. Dspsl Activity: Click the browse button to browse for the applicable disposal activities.
	a. Dspsl Activity: If you know the DoDAAC of the Disposal Activity, you may enter it (but it must be on the Excess Site Table).
	b. State: If you wish to search for the DoDAAC of your Disposal Activity, click on the drop down list box and select the state for which you are searching.
	c. Country Cd: If you wish to search by country, click on the binoculars and select the country for which you are searching.
	d. Click OK.
	a. Avail Dt: Enter the date the asset will be available.
	b. RIC From: Enter your Activity’s Routing Identifier Code.
	c. Excess in Place: If you have a Memorandum of Agreement with your DRMO to Excess in Place, check this box.
	d. You can click on the other tabs to display/change reporting and holding information.
	e. Click Add.
	f. Click OK.
	g. Click Exit.

	Excessing Non-Property Assets
	1. Select the Hand Receipt icon, or select Hand Rcpt from the menu bar.
	2. Select Excess Actions option from the program group.
	3. Select Excess Non-Property from the program list.
	a. Options: Select Excess.
	b. IT Asset: Check this box if the item is IT equipment.
	c. Bulk Asset: Check this box if the item is bulk managed. This field will not be accessible if you checked the IT Asset box.
	d. UIC: Enter or browse for your UIC.
	e. Doc Nbr: Leave this field blank; it will fill in later.
	f. Bar Cd: Leave this field blank at this time.
	g. Stock Nbr: Enter the Stock Number of the item you are excessing.
	h. Leave the remaining fields blank.
	i. Click on Generate Turn-In Doc button.
	a. Document Number Assignment: Select the appropriate Document Number Assign ment.
	b. UIC: This field is displayed from the Excess Key Data screen.
	c. Stock Nbr: This field is displayed from the Excess Key Data screen.
	d. Destn Id: Click on the browse button to display the Destination Identification Codes.
	e. Transfer Cd: Click on the browse button to display the Transfer Codes.
	f. Include Turn-In Messages: If you want to include any transfer messages that you have previously established, check this box.
	g. Click OK.
	a. Doc Nbr: If your Activity interfaces with SARSS-O AND you selected Auto mated document number assignment, this field will be displayed with the unit’s DoDAAC.
	b. Block: For automated document num ber assignments, enter or browse to dis play the blocks of document numbers.
	c. RIC: Enter the Routing Identifier Code.
	d. Media Sts Cd: Select the appropriate Media Status Code. Refer to References for the appropriate codes.
	e. HRH Nbr: Enter or browse for the Major and/or Sub Hand Receipt Holder.
	f. Qty: Enter the quantity you are turning in.
	g. Supp Address: If applicable, enter a Supplemental Address for the asset you are turning in.
	h. Fund Cd/Appn: Enter or browse for the appropriate Fund Code and/or Appropriation Allotment Serial Number.
	i. Signal Cd: Select the appropriate Signal Code. Refer to References for the appropriate codes.
	j. Acq Cost: Enter the actual cost of the asset.
	k. Cond Cd: Select the appropriate Condition Code of the asset. Refer to References for the appropriate codes.
	l. Local Use: This is a free field. You can enter any applicable local information.
	m. Remarks: Enter a justification of why the asset is being turned in.
	n. Addl Data: Enter any additional information.
	o. Click Save.
	p. Click OK.
	a. Bar Cd: If your Activity uses bar codes, enter or browse for the bar code of the asset you are excessing. Proceed to step c.
	b. Serial Nbr: Enter or browse for the serial number of the asset you are excessing. If your Activity uses bar codes and you entered a bar code, the serial number will be displayed.
	c. Address Key: Click on the browse button to display the appropriate Address Keys.
	a. Select the address key for the Activity reporting the material as excess.
	b. Click OK.
	c. Click OK.
	a. Dspsl Activity: If you know the DoDAAC of the Disposal Activity, you may enter it (but it must be on the Excess Site Table).
	b. State: If you wish to search by state, click on the drop down list and select the state for which you are searching.
	c. Country Cd: If you wish to search by country, click on the binoculars and select the country for which you are searching.
	d. Click OK.
	a. RIC From: Enter the Routing Identifier Code of the Activity reporting the property as excess.
	b. Avail Dt: The default for the availability date is the current system date. You can change this to the date the item will become available.
	c. Cond Cd: Select the appropriate condi tion of the item.
	d. Select the Designee tab.
	a. Designee Cd: If you know the Designee Code, you can enter it here. This code must match a designee code on the Disposal Designee Code Table.
	b. City: If you know the exact city, you can enter it here.
	c. State: Browse for the state where the asset will be designated.
	d. Click OK.
	a. Select the appropriate designee.
	b. Click OK.
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